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ieSTRACT 

One of three documents presenting perfcroance 
objectives for prevocaticnal courses, this dccunent contains 
perf o^l^iiance Ob jecti ves for cour,ses in business education includiQg 
general business and beginning/ typing . (I^e ether t«o doccments 
present ^pe rformance objectives^ for prevocaticnal tourses in hone 
econbnrics,' CE Otfi 863r and in]dustrlal arts^ CE Ci8 862.) Career 
edjacation and safety components are integrate^ intc each set of 
perforaance objectives. The irareer 'education^spects included are 
skj^lls in mathematics, read/ng and J.anguagj/4rts , self avareness, 
obcapational skills, explor^ktion, consuaer education , and decision 
making. Each set 'of object/ves is identified by a course cesignatdcn, 
and four columns of inf orm^^ation. are used to (resent the content of 
each ob jec tive conditions, performance, cr iteria,, and instructional 
resources, ^ifty-f our performance objectives f ci prevocaticnal 
business education courses are included in this document. (BH) 
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During the 1976r77 school year, performance objectives for preypcatioiial 
cburses in home economics, business and industrial arts education were developed 
under the direction of the Vbdational-Technical Education Service staff— Sherry 
Anderson, Mary Brown and Gerald Briggs. The following coursers were identified 
for the (development of performance objectives: 

HOME ECONOMICS— Food and Nutrition, Human Growth and Relatioriship^r 

Clothing and Textiles, and Housing and Home Man- 
agement ' ' 
BUSINESS EDUCATION— General Business and Beginning Typing I:, 
INDUSTRIAL ARTS — General, Manufacturing/Construction, Graphic Corrif- 
• munications, and Power and Energy . ^ 

Career Education and Safety components were, identified and integrated into 
each set of performance objectives. Jhe Caf^eer Education aspects of the perform- 
ance objectijves iricllided mathematics skills ,^eading and language arts, skills, self 
awareness, occupational skills, exploration, ronsumer and decision-making skills. 

Local^ teaching personnel were i^enfified by program area to serve as perform- 
ance objectives" writing team members. Writing team selection criteria incFuded a 
working knowledge of Competency Based Education, experience in teaching the 
courses being addressed, and representation from various locations across the 
State. The writing teams met in November, 1976, and February, 1977, to develop a 
tentative draft of performance objectives. Sut)sequently, the tentative drafts Were 
reviewed by compiittees of teacher educators, vocational administrators, and high 
school and junior high school teachers. In addition, the materi^s were^sent to and 
reviewed by junior high school teachers in every Career Educatipn Planning Dis- 
trict in the State . TTh/ writing teams considered the recommendations of the various 
review committees^ and individual reviews and formulateH a final set of objectives. 

It seems entirely appfopriate for me to Express , for the State Board of Education 
and myself, our appreciation to all of the individuals and organized groyps who have 
expended corintress hours an^ much energy to bring this project to fruition. In 
particularT/Woutd like; to thank Dr. Emmett MaSTbirrGentral Michigan University, 
for without his contribution of the Career Education and Safety components this 
project could not have been possible.; 
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PREVOCATIONAL PERFORMANCE OBJECTIVES 
DEVELOPMENT PROJECT DEFINITIONS 



^Overview 



' A performance objective is. a descript^jon of what a learner should be able to 
do when he/she has learned' a. skill or acquired certain understanding^ . 

Several characteristics of, these gbjectives must be understood to b^ adequately 
utilized: ^ 

1. ' Minimum : these objectives represent the considered oplnidn 
of the writers, /after/ completion of a structured review, is 
to the minimum sk^W-ls and understandings" necessary upon 



completioji of the courses. > 

the^e' objectives are those which the parfj^ular 
recQitimends to the Vocatiohal-TechniGal Education 
in /turn, the Vocatiorval-Technical Educatiori Service 
Eduta^tional Agencies for their cohsiderat^on as ^ 
learner objectives. . ^ 



Recommended : 
. writing team 

Service and, 

to tbe LocaJ 
-rea s'ona b i e mini mum 



3. 



4. 



Terminal : these objectives describe only those signWicant 
performances which are to be mastered by the end^of rhe courses. 
It is likely that each of these terminal objectives /contains 
several' enabling objectives which are assumed to b^neGessar;y 
to achieve the termina.1 objective. \ 

. Grading/Passing : the decision as to what grade a/student will , 
earn for achieving some, all, or in excess of th^r minimum ' 
p^erformance objectives isy a Local Educational* Agj^ncy decision, 
^pme districts choose tx/include factors other tnan the aichieve- 
!T\ent of objectives as the basis for assigning grades; It is not 
tne intent here to suggest that this practice must change as a ' 
r^ult. of/ performance objectives. It is also ra^nized that , 
man^^ factors m^iy affect .the decision as to whethe^i:redit for . 
a course should be assigned to a particular student who may . 
achieve les's-than the minimum objecti-ves of ^fjie course. ; V 



Format 

1. Each set of\ objectives is identified by 
course ^designations are considered to b 
Local Educair^'ohal Agencies for the spec 

■ ■( 

.2. -^Each set of objectives begins with the 
completion ofAthis course, students wi-l 
and uTiderstancwngs as measured by teach 
test (ORT's), unless otherwise indicafce 
unnecessary duplication, this statement 
but it is to be\interpreted as part of 



a course designation. The 
e .those most often u^ed by; 
ific course content included. 

standard statement, ^'^Upon 
I hav^; the fo^te^ing skills / 
er-made objective referenced 
In' order to avoid 
is presented as a constarft, 
each subs^uent objective. ^ 



The decision as to the sequence or priQrity of performance objectives 
. within, a given course designation is a Local Educational Agency decision.- 

Note: Industrial Arts Performance Objectives/The performance objective ' 
considered to be applicable 1;o^all Industrial Arts courses are 
numbered 1 through 51 and 85 .through 1?8. Specific Industrial 
Arts performance objectives for skill development are numbered * 
as follows: 

' 52-70 Manufacturing/Construction 
• 71-78 Graphic Communicatfohs 
79-84 Power and Energy ^ 

F^ur columns of information are used to present' the content of each 
objective: 'j ' \ ' 




a. 



Conditions: a description of ijhe environment (waterials, supplies, 
etc.) in which the student _will perform at the time of evaluation 

Performance: an observable, measurable description of what /the 
student wil 1 do. I 

■■■ :■, , ^ . . I, -f 

c. Criteria:* a description of the qjantitative and qualitati\/e standards 
; > against which the performance Is to be measured.. 

d. Instructional Resources: this column is provided for teacher notes 
regarding instructional supplies,* tools, equipment, teobniques, etc, 
fpr^each performance objective. 7 O ' 




For fui7ther information, write to: 

Mi chi gin Department of Education , 
Vocatibnal -Technical Education Se/vice 
Box 30009 ■ * A 

Lapsing, Michigan 48909 
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■ ( 
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. ^|;; REC^ENDED MINIMUM PREVOCATIONAL PERFORMANDE OBJECTIVES • . . 

Pr^dQationarl I,. . . „ ^ ^, *. . 

^ \ Designation: .ffusin^ss Education - geginning Typewriting . / ^ 

\lpon (Completion of this course; students will have the followiiT^ skills and understandings as measured 
^» '>y teacher-made objective referenced tests (ORT's) , "unless otnerwise indicated: ' ' 




Gonditi ons 



Perrorrpan'ce-^ 



CriteV)ia 




v^lrfttruc^ionaj . 
'R^souy^S' " " 



1. * Given Q^^Jng assignments :,■ • 



2. Given oral' ahd/or wfit.ten rfirec— 
tiolfis fqr.a s|)edific typing assign- 
ment ' ■• ' '-^ 

3. Given a thought starter (topi,c or^ 
. idea) * > V • \ • 

Gi;ven rough draft ^^apy (student^ 
composed) - - • * 

5. Given a, completed typing as si gn^: * 



ment 



6. ''Within the classrobm setting 



r ana 



7^ 'Given' a typewriter and tyg^ing 
paper, typing test» wall /chart, 
-and/or other appropriate; 
materials * 



the student "wil 1 add',- sul>tract, ^ 
multiply divide . i 

^- y ■■ V 

\the /student will follT)w the 
dtrectipns to complete the ^ 
assig'nm^t - 

♦the student will compose and 
-type the infoqnpt^n requested t 

the student will type a rioal . 
'^copy ' . . \ ' ' 

the student will evaluate the 
r. work ^ / 



th^. prudent will . demonstrate ^ 
working cooperatively with 
^Others ' '-\ - . '\ • 



the student will type straight- 
copy material - , 



1- 



10, 



12. 



Given a typewriter,* differd^ 
sizes of ^ typing paper, text,^ 
♦aod/or other aMropriatej 
gi^erials 



Given a typewriter, different 

sizes of typing paujerV te>A,^ or* 

other ajjpropriate materials 

• • ' ■ 1 ^ / 

• Given a typewriter,* different 

sizes of typing p.aper ,"'^ext or 

otKer appropriate materials 

Given a "typewri ter/. different 

s'iz|&£ of typing paper, text or- ^ 

other appropriate materials 

Given a typewriter, different • 

sizes of envelopes i. text, or r v 

other appropriate materials 



lini 



13. Given a typewriter, carbpnv paper , 
text, dr.Qther appropriate 
materials . : " . v 



(' 



the student will typ^ A head 



the studetit will type an 
assignment 

the studentiwi l1 tabulate and 
type columns 



the- student will type 'a letter 
from straight or 'rough draft 
copy - 

C * 

the studeht will type a small 
'ahdv^arge envelope 



the student will assemble a 
carbon pack- and type an assign- 
ment 



as necessary;. to- comp 
assigilments in accepi 
f orm . ^ ' 

in acceptable /orni. within 
an^ approj^i ate! specified 
peri od of . t^rne , 

in rough -draft, * 

• - ■■ ■ ■ I : 

in acceptable form using j 
correct English 'skills 
(spelling, pirhftuatidn, •» 
grammar, etc,)- ' 

in terms of format, basic 
EngTisti skills (spelling, 
grammar, punc,tuation) , 
accuracy and neatness. 

in a sociaTly acceptable 
lyanner through teacher 
observation o^ actions 
and behavior.' 

by touch, ; * 



4^: 



( V 



1 



so that the heading is 
horizontally^ -centered. 



i SO that the assignment is 
vertically Centered: 



so that the columns are 
centtf^ed horizpntally 
and vertically.' 

in an acceptable format. 



in accept^jj^le format. 



so^ that all copies are 
neat and smudge free. » 

' , V 



■ t 



■J- 



erJc 



1 



3 



4./ ^1^en*A .typewriter,- different 
^IzevtTf'^jtypijrig ^iaper, text, or 
^ther. appropriate materials T ' 

15.. «GiveiCa typewr^H^, ^iiffereht 
_s1z€S^f typing iJaper, text, or 
"other appropriaie materials ' 



16. GiVen.^'Qrping nWterials, (paper, 
textbooks, correcting materials, 
carBon sheets/ etc. ) ^ ■ 



17.. Given) a^itypewfM^er and supplies 



ions 



18. Jaiven a typewr>iter\a/fa supplies 
(OPTIONAL) ^ >^ , / ^ 



19/ 'Gi.ven a typewriter and type- 
^ writer -ribbon (OPTIONAL) 

20. Giver^C^typirfg%/ork sta,tipn and 
dijrections ^ 




21. Given a typing assigi 

ZZJ Given' an electric typewriters 
anjj dujecjiions ^(^PTJONAL) " ■ 

23. Givej a typewriter and directions^ 



24. 'Given a paper cutter and 
directions (OPTIONAL) 



2?. Given a list of routine cTanss-: 
room safety practices, arrd ' 
procedures to be f oft owed 



^7 



I 




Perfpf^ance' * 



the- student wTllvtyp^l^ro^fA > 
rea^ arii correct spe^cifif ' ' 
ass^gnm,ent^ ■ J ■ * . . ^ ' 

the student wj^^lUcompose 'ari^ 
type:«fi explar>fltTen of hJbw/an 



Criteria 



in acceptable form and..* 
in ern appropriate period 
of' time. ■ ■ ^ 



I in<fividjial jnay u^e tyairfg 
skills^^in ^^e future yf 

the^student wi 11. demonstrate 
economy irr uti lizatlpn 



the' student^wi 11 de/horlstrate 
flrop^ fare of the machine 



i^e ^ud^nt will, clean the ' 
yp^writer 




will change the 



thB studenrt will organ J?^e the 
work station , * \^ 



the. s^tudent.wi 11 gather 
materials and supplies 



^■•the student will , explain proper 
procedures for plugging and 
unplugging the machine and 
keeping aisles free' of cojrds ^ 

* ' 4 

the student will operate the 
' machine * / • ^ 



t\)e studentlwil ] explain 
proper pro<f6dfi1^fes' 'f or using 
■ the equipment;^ -Q ' \ » 

the student will exbitit a 
pattern of behajrior wnLich' 
' reflects 'ititernalizatiyn 6f 
these^ procedures ♦ \ 



which demonstrates to 
the reader plains for 
utilization of typing 
skills. 



1 ) by correcting errors 
rather than restarting 
• an assignment; 
■ 2) by planning.the set up 
of an assignment prior 
to beginning to type. 

according to ty^vfriting 
.manuals and a» teacher- 
deveVope<< checklist. 

SO thdt the machine is 
Jiree^of eraser crumbs, 
diist, etc'; , and the. type 
face is' free of exces§ 
ink. 

according to manufac- 
turer's, directions. 

in a manner ^that provides 
^or. efficient completion 
^of .th^e task. 

nece^^afry to complete the 
assignment. ' 

as specified by/ the 
teacheii'. » A,' 



) 1) so that jewelry,.. 

clothingi hair, fin- 
gers, and hands are 
not ^ntaiigled; ^ 
2) poj^ioned properly . 
as not to interfere 
with the aisle.. 

"According to teacher 
specifications. 



hrough teacher observa- 
jtion. 



I.nstructionaT 
Re;5ources, 




ERIC 




2. 



- Prevocational 



RECOMMENDED MINIMUM PREVOCATIONAL PERFORM/\NCE OBJECTIVES 



■■ '"Designation;" Business . Education- - Genferal Busines^ ^ . ' * . 

Upon completion of this coursre, students'will have-the following skills and understandings as measu 
" by teacher-made objeciiye refei^'enced tests (ORT's), unless otherwise inSicated: '* 



red . 



Conditions 



feiven a total of 20^-addition , 
- mu 1 1 i pi i t i On , a nd • - d i v.i s i 0 n 
problems related to discounts, - 
b an k .i nt e r e s t , ba n k deposits and 
witharawals and taxes V 

'Given a ^situation in which to 
make; (or receive) change . 



Given charts, graphs , ^tables, and 
related questions 

Given oral and/ or writtenfidirec- 
tionsNfor specific tasks / 



5. " Given' a topic an^i majo^ points to 
be covered 



6. Given (1) 3 role playing situ5t;ibn 
or (2-) a case study 



7. Given work iaski 



8. Given a ^ole playing situation,. 



9, Given group activities 



10. Given' a qualified interpretation 
and explanation of the various 

itecis on an employment application 

<» ■ ■ . ■ 

11. Given a list of various occupa- 
tions and library, classroom and 
community reference resources 



Performance 



the Student will ^rform the 
necessary mathematical opera- 
tions 4^ ' • ^ 



the -student wil;l compute' the. 
.amount of molffey to ^ive (or 
receive) . ^ 

,the student will, read, analyze, 
and interpret the data 

the student will follow the i 
directions to complete the taslcl'. 



the student wi 1 1 research, pre- ^ 
pare, and present an oral and/or 
written report 

,the student,- wi 11 demonstrate' 

(1) interaction with others or 

(2) respond orally and/or iX~' 
wrrting - V 



the student will demonstrate 
pride nn his/her work ' 



'the student will dj/ferentiaVe 
between acceptab*le' and non- 
acceptable grooming 

the student will demonstrate 
working cooperatively with 
others 



the student will complete an 
employment application 



the stu(|ent will research the 
^tiesj work conditions, worker 
'chBractet^stics j employment out- 
look, preparation requirements, 
etc., and prepare an oral and/or 

Mtten report for one or more 
Occupations 



Criteria 



with 80% accuracy. 



with 100% accuracy. 



and respond with 75% 
accuracy. ^ 

in acceptable form within 
J an , appropriate, -Specified 
period of time. 

• •• < 

evaluated by=a teacher- 
developed dnd ^administered 
checklist. • . ^ 



r 

Tie 




evaluated by students in 
'cc or da nee with z busi- 
essll-ke or socially* 
•acceptable manner consis- 
tent witfiguid^l ines and 
information previously 
made available. 

eatness, 
clarity 
n^ 
ed and:v 
klist 

antl teacher observation 
of acceptable business 
attitudes -and behaviors: 

on a teacher-developed 
and administered check- 
list. 

\in social ly -acceptable 
manner through self ,^ 
peer, and teacher equa- 
tion on a teacher-d^el- 
oped checkl ist^ 

in a businesslike 
realistic manner c(»TSls 
tent with information 
previously made available 

■ ■ . - • 

consistent with available 
"data for the o'ctupational 
areas. 



Instructional 
" Resources 



41 



er|c. 



/ 



\ V. 



Conditions 



Pjerformance ^ 



Criteria . 



• V 



Instructional 
Resources 



12.. Given the necessary personal 
notes, format, and resources 



13._Given a role playing situation 



14.. Given^^a sample warranty/guarantee 



15. 



16. 



Given a list of.locafi agencies 
and organizations 'which aid tjje 
consumer 

Given a seriX^ of adveKisemehts 



17. 



Given five exapipl^s of advertising 
including magazines", ^newspapers, 
television, aiid radio* 



18; Given three samples of the same 
brand of a package product (in 
different weights )j 

19.. "Given three case stud+«6 'illus- 
trating various purchasing 
decisions^ 

20.^ Given a list ^f items to purchase 
including clothing, hardware, 
various types of foods, etc. 



the student will prepare a 
resume ordata sheat, a letter, 
of application, and Complete 
an employment application 

Jthe student will deirfbnstra-te 
*the interviewing process ; 



the student will/cite e;(amples 
of the manufacturer's rights 
and responsibilities and 
•examples of the consumer's 
rights and responsibility 
'. ■ '■ ' , ■ . ^ * 

the student will define ther 
major functions of the agencies 



Jhe studer|t will : , ' 

a) lisr a minimum of three ways 
in wfflch advertising can b'e 

. beneficial to .the consumer; 

b) -,list a minimum of three 

techniques commpnly used by 
advertisers to persuade ' 
consumers, to buy . 

■ the student will analyze, orally 

and/or in writing .each .example 
\by : • ■ 

a) classifying the appeal tif 
the ad as ' information or 
emotional ; ^ 

.b) citing any buying incen- 
' tives, if used', such as ■fi:;ee 
samples', coupOKis, trading 
stamps;^ etc. ; 

c) citing at least one of the . 
persuasion techcicTues used S 

the student will compute, the' 
unit price of ^each size and 
select the least expensive' size 

the student will differentiate 
between a wise and an unwise' 
purchase includirtg concepts 
such as "wants ver'sus needs'' . 
/ . ^ ■ 
the student will state the most 
economijcal way, to purchase each 
item^ such as comparison shopping 
unit pricing, seasonal buying, 
etc. ' . , 



• whi^h are (1) consistent 
'with the format, (2"). l^i 
ble, and spelled correct- 
>.iy. ' • 

including at Ifeast the 
fol lowing: ; . 

■ ■ '■ 

a) Pre-interview; how %0 
set lip an ,intervieyj, 
what-to bring tonh^ 
interview, etc. . 

"with 100% accjjracy. ■ > 



in agreement with refer- 
ence m'aterialg. 



in agreement with; refer- 
ence materials. 



in agreement with refer- 
ence materials. 



A 



withi 100% accuracy.* 



in 2 of the 3 cas^s. 



in Accordance with refer- 
ence m^iterials . ' ■ 
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' ' Conditions 


Performance ' 

■ • 

V 


Criteria , 


Instructional 
Resources 




■ 


21. 


Given an individual's basic 
personal needs and available 
resources for a given period of 
time ' ~ - - / 


the student will develop a 
budget 


which ?tays Within the^ 
available resources. . 






22. 


G.iven reference sources and an 
explanation of credit 


the s.tudent will state the 
' advantages and disadvantages of 
credit 


consistent liith guide- 
lines and informatioh 
previously made avail- 

du 1 c • 






23. 

tr 


Given reference sources and* an 
explanation of insurance 


the student will explain orally 
and/or in writing the concept 
of and need for insurance 


consistent. with guide- 
lines and information 
previously made avail- 
able. " , • ^ 






24. 


Given problem situations dealing 
with money substitutes: checks 
(personal, cashiers, certified, 
trav£ler$), money orders, Ipank 
drafts, and credit cards 


the student will select an 
appropriate type for, each, 
situation - 


according to an authori- 
tative or equivalent 
reference material. 

/■ .■ ■ • 






25. 


Given a bank deposit slip and a 
lis*t of checks, currency, and 
,coins 


the studeri?>i41 prepare a 
check i ng accounr^epos it slip 


with 100% accuracy. 






26. 


'Given' a blank check, check stub 
or check register, and the amount 
owed 


the student will fill in the 
check stub or register and 

Wr 1 tc trie L'lcUA 


in accordance with the 
American Bankers.Associ- 

^ti nn rpn II i rpmpnt 

a 1. 1 vji 1 1 c\f u II ciiici 1 la • 






27. 


Given a list of canceled checks, 
deposit slips, current and 
previous month bank statements, 
and a check register or check stub 


the student will reconcile the 
bank statements 


with 100% accuracy.. 






28. 


Given reference sources and an 
explanation of checking and 
savings accounts 


the student will explain 
orally and/or fn writing the 
purposes and use of each 


consistent with guide- 
lines and information 
previously made avail- 
able. 






29. 


Given a list of routine classroom 
safety practices and procedures 
to be followed 


the student will exhibit a 
pattern of behavior which re- 
flects internalization of these 
procedures 

\ 


through teacher observa- 
tion. 










0 


»• 

t 
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MICHIGAN STATE BOARD OF EDUCATION 
STATEMENT OF ASSURANCE OF COMPLIANCE WITH FEDERAL LAW 

The Michigan State Board of Education hereby agrees that it will comply ' 
with Federal laws prohibiting discriminatipn, and with all requirements 
imposed by or pursuant to regulations of the U»S. Department of Health, 
Education and Welfare. Therefoce/tt shall be' the policy of the Michigan 
State Board of Education that no person on the basis of race, 'color, 
religion, national origin or ancestry, age, sex, or marital status shall be 
discriminated against, excluded frorr) participation in, be^denied the benefits 
of, or be .otherwise subjected to discrimination under any federally funded 
program or activity for which the Michigan State Board of Education is 
responsible or for which it receives federal financial assistance from the 
Department of Health, Education and Welfare. This policy 6f non- 
discrimination shall also apply to othen/vise qualified handicapped 
individuals. ' 



